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How to Usethe LEARNING BOARD

LOG-IN:

1. Click onthe GS Safety Training desktop icon or go to Internet Explorer and enter
the following URL - http://bcb.xtention.net/Ims/BCB/default.aspx to take you to the
following page (connects to The Learning Board):

The Leaming Board

| Wz oeme (o The Lesrrong Board, ke 5C Budget £ Control Board's leaming managemant system You conwew in
Laarnans: areling taneg 0 yoi Biwe queslions o Bep & problemd wing the gystem, please call Board HR at 737 0500

Passwond:
| *imcn

[ wplamct pasew e

€ 2000 » FD0A Azadia HCS

2. USERNAME: Enter your E-Mail address as your Username.
See your Supervisor or call the Safety Office, 737-2315:

o Employees Not Having E-Mail will use a“Fake” E-Mail.
o If your User Name/E-Mail Address does not work

Sunday, Saptember 07, 2008

vet and Control Board

The Learning Board

Navigabtion Aceount Login

| |We-Pme to The Leaming Board, the SC Budge

I__!snma [-H . 5  experie
crake@gsagoy < YOUr E-Mail Address
Password:

“bsig-in

spforgot password?

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Usethe LEARNING BOARD

3. PASSWORD: The default Password is Welcome (case sensitive)

Sunday, September 07, 2008

*

irica] :r_[|r_| '-r,lf.r_f_l[_ff‘;l EJFJJ!_{TJ

The Learning Board

MNavigation

Accaunt Lagin

Welcome

| | Welcome to The Leaming Board, the SC Budge
Usgrnare: |un-|ina training. If you have questions or experie
|CFake@gs3.gov |
Password: '/]
sssenes < Welcome
= gign-in ~d -
i D (= Case Sensitive)

NOTE: View the LM S Tutorial on how to change your Password
Select “sign-in.”

REGISTERED TRAINING: Upon sign-in the following screen will appear

showing what training you are currently registered to take (defaulted to the
Registered Tab).

vl Control Poareel

The Learning Boand

—

paces - FT 1 (CET a/1rz007 irn/nor GMT - S (EST) Safety Launch giete Witharam
all Protection #T 1 (CBT) BASE007 12/h/nef ST - % (EST) Safery Lk et Witksdram
Fire EAD . P11 AAAAI00E B:00 00 DM 0/1B/2008 811508 PH GMT - 5 (EST) Tafery it Witk
| | LM Tutarsl w008 ey GMT - 8 (EET) Default Tubyjmes Luunch e Witk
Locksut/Tasout BT 1 (CAT) /L/2007 1332907 GMT « & (EET) Tafery Launeh Wilkdram
i}
Not Currertly Avadabiy
Progh

€ 2000~ 2008 Acadia HCS

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Use the LEARNING BOARD

HOW TO LAUNCH AN ON-LINE COURSE:

5. You should first takethe LM S Tutorial course. Thisisan on-line course. To take
this course, find this course’ s Title, go to the right and click on “Launch.”

The Learning Board

Engarnd Gomsteted A hrmiatle Transorist Germfiraten Sirviey
Stast Date End Date Tiena Zane Suabrfect Pretest  Type  Posttest  Complete  Withdraw |
912007 1n/207 GMT - S (EST) Safety Lsunch Withdr e

af007 12/31/1107 GMT - 5 (E5T) Salety Launch Withdram

BALR/2008 8200100 PH D/IRA2008 81500 PA BMT - £ (E3T) Salety ihdehr

o008 ooy GMT - 5 (B5T) Biefault Subiject Liuhes [T

0FL72007 12/3/2107 aGMT - § [EST) Salety Launeh ithtras i
i

NOTE: After you complete this course it will be removed from your Registered Tab and
will be documented on your Transcript Tab along with other completed courses. To see
your transcript of completed courses, click on the Transcript Tab.

Roguired Completed
Dusplay: Gogt
Title iEex Test Frm Yest Tent ::: Porcont sratus CEU  Date Completed
Score  Version : o

Industnal Trucks - [hitrychion (CBT) o.00 100,00 0.00 Completed-Passed 0,00 7/1/2004 12:00:00 &AM
Industrial Trucks - Tralnar 0.00 100,00 0,00 Complsted-Pascad 0.00 6/16/1995 12:00:00 AM
Ladder Safaty .00 100.00 0,00 Complated-Passsd 0.00 1/14/2000 12:00:00 AM
Ladder Safety 0.00 10000 000 Completed-Passed 0.00 2/17/2008 3:47:04 PM
Ladder Safety o000 100.00 0.00 Complatad-Passad 0.00 B/3/2008 10:08:01 PM
Lesd Awareness 0.00 100,00 000 Completed-Passad 0.00 10/8/1997 12:00:00 &AM

0.00 100.00 0,00 Completed-Fassed 000 10/2/2007 12:00:00 4M

erEYtut PT 1 (CBT) 0.00 100,00 0,00 Completed-Passed 0,00 11/15/1999 12:00;00 AM

Leckout/Tagout PT 1{CBET) o.00 100.00 0.0 Completed-Passad 008 2/16/2008 11:45:59 AM
Locksut/Tagout BT 1 (CBT) 0.00 100.00 0,00 Complated-Fassad 0.00 5/10/2008 3:38:59 PM

6. Continue taking on-line courses (on-line safety courses have “(CBT)” in the Title and
“Launch” under Type of course) as per Step 5 above until all have been compl eted.

SAFETY COURSESIN THE CLASSROOM:

7.

Instructor-Led Training classes are also listed on your Registered Tab. The Safety
Office will notify you and/or through your supervisor by E-Mail of the Safety Course,
Date, Time, Location, Instructor and any Specia Instructions for these classes.

Y ou will have finished your current training requirements when there are no courses
remaining on your Registered Tab. Y ou should regularly check your records to know
when training is due (some safety courses are one-time while others are required
annually or every two or three years, as designated by OSHA or the certifying
agency). However, the LMS (and/or Safety Office) will send you and your
supervisor initial notice and reminders.

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Use the LEARNING BOARD

OTHER TABS:

ALL AVAILABLE TAB: Thistab lists all available courses categorized under
established catalogs. All coursesin the Safety and Driver Training catalogs for
employeesin General Services will be scheduled or coordinated by the Safety Office.
However, employees may view and request to attend/take other courses, i.e., listed under
the“Lunch ‘n’ Learn” and “Professional Development” catalogs. Employees self-
register for these course offerings which typically require supervisor approval, especially
if thereisan unplanned expense.

Contact Sara Popeor Cora Campbell, B& CB HR, 737-0500,
for information about non-safety cour se offerings.

Selecting the All Available tab takes you to the COURSE CATAL OG page:

Test Builder | icatatoys

Registration
Feguest

Reports Display

ki Bevrription
Brreer Improvemank f Dedartive Dinng courtn for drivers of kate vehicles
On-nee tistorisd for wsing LMS
Banafits sducation serminers basted by Board Mumsn Resounces
ﬁmm&mﬂ IM

Al areglayess szt Dnvinion equire safaty teasming

1

When you select acatalog, al available course offerings for that catalog will be listed.

Courses

| Search; Gal

| Dingpley:

T Torell sebpect (orerd  DIRNNE  pegister/Roguiat Location Prite  Start Date End Date

-L.':;:.:-.'-ﬂ Custo i i EE:I‘:nl:unfll 8z e ::.—’,_?:,1'—,2..- NE Campis pnipo  10L/20089:00:00 :lur:l.;_ggam

bdviocd Conrer gy o e e

T T S e Sl i St i L0 danon

' 5 ey [Pttt R M cwe . ounia SR INOIICY R,
st Wi e el e et %“
Admin i‘:‘:l‘ﬁ‘;’l\"ll" 159 — ::I'dcr_fl;s:.:;rrr NE Campisi - §50.00 1:-":-- oo% 060 ::,‘IJ- ;00% 13:00-00
Ldmn mlsnsll:‘r:::ﬂ 159 Raquaat :fm:‘mr:r;.HE CampE 150.00 ::J:Dﬂ'! RI00I00 F':.I'"SF'ZUUPI: oo:og
Weckirin ;:::.’:.l'ﬂ'."ﬂ 1 T p— g::rﬁa!l:::rm" ConfErens Jo5.00 -:Eu-':un.as.sa.uu I;'?g;:gf-“m

Feneravonst Divaruty Admin E'ﬂ:?:;m" 156 LTL c:::“’lqmr Confarwnce PE0.00 :.’ﬁ‘;ﬁ“gﬁ :_ﬂg"sm

18] T

1. Browse Course 2. Click on
Titles to Find “Request” for
Desired Course Desired Course
Offering

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Use the LEARNING BOARD

EXAMPLE: Select the “Professional Development” catalog and alist of available
classes within this catalog are shown. Browse the list of classes, find one that you want
to attend then click on “Request” for that course. A request E-Mail will be sent to the
employee' s supervisor who must approve the request before the employee is registered
for the class. A confirmation E-Mail notice will be returned to the employee (supervisors
must personally notify employees without e-mail).

OFFERING SEARCH: Course offering information is also available by selecting
“Offering Search (Student)” on the Navigation bar (under LMS).

fJ 2 ' 0 ¥ (#]
SN N AN Tl | 30 ( | R
P S L @rci )AL EEY

The Learning Board

.f'u‘-!-\'lq-:;:t:-:-n a D.-\.‘E;rm-; Searr:-h f"'uﬁ er;u.]“
|Lms | |Set search criteria
Registration
Reguest ™ Title
Dleeissions I Deseription |
Calendar

[ Location | Capital Center -l

T Type & Instructor Led C Self Study

ey ™ start Date From | »| To e
Dashboard
Employee select catalogs to search
Dathboard Display: Go!
Personal Catalog Mame Description
Peaple I~ Oriver Training Driver Improvement / Defensive Driving course for drivers of state
vehicles
[T LMS Training On-line tutorial for using LMS
T Lunch'n' Leamn Benefits educstion seminars hosted by Board Hurmnan Resources
Frofessional
r Disvelopment Skills needed across the Board
T Safety all employees in General Services Division require safety training
Supervisory i ; £
I Davelsprment Skills required for supervisory personnal
' 1
™ select all Catalogs
Search Rasat

Y ou can select one or more catalogs to look in to find course offerings (classes).
Remember, GSD employees may view but are not to request Driver Training or Safety
classes viathe Learning Board as they will be scheduled or coordinated by the Safety
Office.

Example: To seewhat classes are availablein Lunch ‘n’ Learn, just check the box next to
it then click on Search.

Example: To see what classes are available in Professional Devel opment and Supervisory
Development, just check the boxes next to both then click on Search.

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.

Page 6 of 16




How to Use the LEARNING BOARD

Select catalogs to search

Display: | | Gol
Catalog Name Description |
[T IDriverTrainin Driver Improvement / Defensive Driving course for drivers of state |
9 vehicles

[T LMS Training On-line tutorial for using LMS l

[T Lunch 'n' Learn Benefits education seminars hosted by Board Human Resources

rofession .

< 2 Development Skills neef‘]ed across the Board |
[~ Safety 1. Check Desired Catalog(s) I Division require safety training |

Skills required for supervisory personnel

Superyisol
< ~ Developrnen; >

! |
7 select All Catalogs
search = 2 Select Search Reset

A list of available classes within the selected catal ogs will then be displayed.

o

ot and Conirol Board

The Learning Board

Ma '-.-'|;;1 ation B Offering Search ...‘:: Stu njénts'ji

LMS Title Catalog Time Zone  Location Register
Registration Advanced Custormer Seryice Professional Development GMT - 5 (EST) Midlands Tech - ME Campus - MTC Classroom Request
Hequesh advanced Custorner Service Professional Development GMT - 5 (EST) Midlands Tech - NE Campus - MTC Classroom Request
Discussions Aanti-Harassment Supervisory Development GMT - 5 (EST) Capital Center - Conference Roormn 802 Request
Calendar Board 101 Professional Developrment GMT - 5 (EST) Capital Center - Conference Room 802 Request

| _Instructors | | Business Writing Essentials Professional Development GMT - 5 (EST) Midlands Tech - ME Campus - MTC Classroom Request

| Customer Service Fundamentals Professional Development GMT - 5 (EST) Midlands Tech - NE Campus - MTC Classroom Regquest
Customer Service Fundamentals Professional Development GMT - 5 (EST) Midlands Tech - ME Campus - MTC Classroom Request
Dashboard Customer Service Fundamentals Professional Developrment GMT - & (EST) Midlands Tech - NE Campus - MTC Classroom Reguest
Emplayee Dealing with the Angry Custormer Professional Development GMT - 5 (EST) Midlands Tech - ME Campus - MTC Classroom Request
Dashbaard Emational Intelligence Professional Development GMT - 5 (EST) Capital Center - Conference Room 802 Request
Parsonal 1od
People
Back

Requesting the desired course offering is the same as previously described.

COURSE OFFERING INFORMATION like class Date, Time, Location and
Instructor is not displayed on this page. If there is more than one course offering of the
same course, you must click on a class Title to view its specific class information.
Repeat this process until you find the desired class with an appropriate date, time and
location then go Back (at bottom of page) to this previous page to Request the desired
class.

Example: Y ou want to attend an Advanced Customer Service class. Find and click on the
desired Title.

&= Offering Search (Students)

Catalog Time Zone Loca

Prof al Daveloprent GMT - 5 (EST) Midla

Select Desired Class |°

- - T it

Board 101 Professional Déevelopmant GMT - 5 (EST) Capit
Business Writing Essentials Profassional Development GMT - 5 (EST) Midla

FProisbamnne Panies Eondormanksle  Aenfoerian =] Pacelensasck ST E (20T Midla

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Use the LEARNING BOARD

Thiswill display specific information for this class.

Advanced Customer Service

Euurse version Humber: 1

OBjectives
1| Dutline:

Course Description

Evaluation:

Prerequisites:

111111

Date Completed
Pretest Total Questions

& Offering Search (Students)

customer needs, say

Date, Time & Location

......... "

Pretest Number Correct

If thisis not adesired class date, go Back and select another course offering.
If thisisthe desired class date, time and |ocation, go Back (at bottom of page)
then click on Request for that course offering.

Title Catalog
Adva d oo Bryice Professianal Development GMT
; Professianal Development GMT -
[ 1 =T Supervisory Development GMT -
Professianal Development GMT

Business Writing Essentials Professional Development GMT

wira Eimdamantals  Brafaccianal Mavalanmant AT

‘ Board 101

| Sairkarnar Caem

MULTIPLE PAGES:

Time Zone

Location
=5 (EST) Midlands Tech - NE Csmpus -

Reguest Desired Class

- 5 (EST) Capital Center - Conference REGm 802

Register

Request
- 5 (EST) Midlands Tech - NE Campus - MTC Classroom Request

- = feeT)

Midlande Tansh - ME ™amaire - MT™ Slaceenn Lot

Some records contain more than what can be shown on one page. To see the next page,
click on the next desired page number (at bottom of list).

Groundskeaping Safety: Be a Prol (CBT) 0.00 100.00 0.00 Completed-Passed 0.00 B8/9/2008
Personal Protective Equipment (CBT) 0.00 100,00 0.00 Completed-Passed 0.00 8f9/zo08
Office Safety (CBT) 0.00 100.00 0.00 Completed-Passed 0.00 8/9/2008

12345678910

SORTING:

L |

The course titles often are not listed in aphabetical order. To put the coursetitlesin
alphabetical order, click on “Titles.” (Clicking on the column header will sort that
column in aphabetical or chronological order. Clicking again on the column header will

sort in reverse order.)

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Usethe LEARNING BOARD

AslHaRanamant

Tndustrial Trucks - Evaluation

Aerial Lifts 0.00
AHA Heartzaver First Aid (CPR & Env) 0.00
Anti-Hargr._sm&nt I:H}IJ o
ARC - AdultCPR | 0.00
BRC - Adult CPR Only Challenge Refresher 0,00
ARC - First aid 0.00
Ashestos Awareness {C_ET} 0.00
Asbestos Awareness (CBT) 0.00
Back Safaty (CBT) D00
Bloodborne Pathogens 0.00
s =

Similarly, if you would rather see the course offerings in chronological order (i.e.., from
current date into the future) click on “Start Date.”

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Use the LEARNING BOARD

FOR MANAGERS & SUPERVISORS

Managers and supervisors can look at training requirements for their direct reporting
employees either individually or as a group.

APPROVING EMPLOYEE REQUESTSTO ATTEND TRAINING:

When an employee requests to attend a class via The Learning Board, supervisors may be
required to approve attendance. To see pending registration requests, the supervisor
needs to click on Registration Request (on Navigation bar under LMS).

e APPROVE: Find the employee'srequest and click on the check mark under

Approve.
e DISAPPROVE: To disapprove the employee's request, click on the “X” under
Reject.
The Lealning.1 Board
|' rymary Practices :::‘;E:rﬁ 0000 AM t:“i.:;d:-):l a0 #M :—‘F':.';:::T] .“"narzggﬁzc.gou Tl‘lr:.‘\“.m :..ﬂ.l:lm. .WT” ’.ﬁ:‘ |
2. Find Desired Employee |
(if more than one) and His/Her Request 3. Click On
Approve
or
Reject

e |f the employee has E-Mail, an approval or disapproval, as appropriate, will be
sent.

e No E-Mail: If the employee does not have E-Mail, the supervisor is responsible
for informing the employee by other means.

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Usethe LEARNING BOARD

TEAM INFORMATION (Group): Tolook at training requirements for your direct
reports as a group, select MANAGER DASHBOARD (from the Navigation bar).

et and Control Eoanrd

The Learning Board

MNavigation

M Reguired Ca
Registration . ;

_ Request | Display: | Gol

_ Discussions | BEiCE Start Date
Calandar | Confined Spaces - PT I (CBT) /1/2007
Instructors Fall Protection PT I (CBT) 9/1/2007
Offering Search Fire EAP - PE 11 8/18/2008 8:00:00 PM
{Student) Tutorial 8/7/2008
Manager .

Backbarid Team Information | /200

Ernployes \.\JL

Dashboard

The following screen should appear. The graphs provide an overall picture but to view
more specific information, you will need to go to the Drop-Down Menu (at the bottom of
the Manager Dashboard page) to select the desired report.

I i
gel and Control Soard

The Learning Board

L
Registration
Request

Organization:] FM-Building Maintanance = [Print Graphs =] s

Certificate Summary Avadable Trainng Summary Required Traming Summary
Discussions

Calendar
|_InEusiong:

Offering Search

{Student)

1

1786 — !
Employee
Dashboard —
Fersonal SR
People
B Expired . Completed I Enrolied W Comphoted Passed
[0 in Progreas: [ Expires {50 Days) [0 Mot Envalled  [——] Comploted Failed

lenu:i&lma category ﬁop_Down Menu ‘
-

Certificates. Expired and Certificates. Expired 60 Days will be the most helpful of the
available reports.

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Use the LEARNING BOARD

Certificates. Expired will tell you which employees have taken a course but have gone
past due the Refresher time frame. Past due employees will be shown for each course
needed but listed alphabetically by course (to see the list aphabetically by employee
name, click on Last Name).

Example: AHA First Aid-CPR isrequired every two years. If John Smith last took this
course on January 15, 2006 (over two years ago), his name should appear on thislist as of
January 16, 2008, if heis one of your direct reporting employees.

Monday, Septembar 08, 2008

e B The Learning Board

LM Organization:| Fi-Building Maintenance =l Prink Graphs = o
Registratian }
Reguest Certificate Summary Available Training Summary Required Training Summary

-
1118

- 1785 -

Employes -

Dashboard =h 2 ==
Parsonal 13 13 ]
People L

I Erwclled N Comgleted Passed I Encolled I Completed Passed
550 Mot Enrolled [ Comphated Failad [0 Mot Envclied | Complited Failed
e tes! Expured - === = |
Vis, Fraining]Cericates: Expred 1. Select Certificates Expired
First Name Title - e Complete : Duration
[ : TALLY Asbestos Awareness 1/4/2007 12:00:00 AN 165
ADAMS TALLY Back Injury Prevantion 1/4/2005 12:00:00 AM 1095
ADAMS TALLY Fall Protection 10/10/2006 12:00:00 AM 365
BEALDGIN DAvID Asbestos Awarentss - (CBT) AML2007 12:00:00 AM 265
BEAUDOIN DAVID Back Injury Prevention 7/7/2005 12:00:00 AM 1095
BEAUDOIN DAVID Hozard Communication (CBT) 7/5/2005 12:00:00 AM 1095
| BLackMon MICHAEL Asbestos Awareness - (CBT) 8/23/2007 12:00:00 AM 365
BLACKMON MICHAEL Driver Training - Requalification 8/3/2005 12:00:00 AM 1095
BOUKNIGHT ALFRED Asbestos Awareness - (CBT) 12/3/2008 12:00:00 AM 385
BOUKNIGHT ALFRED Fall Protection 12/4/2006 12100:00 AM 365
1Z3456TBI0... S il

NOTE: A “Certificate” is not necessarily the same as a“Course.”

e Example 1. The Asbestos Awareness courseis required annualy. Thereisonly
one course in the Asbestos Awareness certificate so when this course expires, the
certificate also expires until the course is once again completed (i.e., the
certificate is current when the one required course is current).

e Example 2: Confined Space Entry Part I-Instruction and Confined Space Entry
Part I1-Hands-On Rescue Equipment are two courses and each is required
annually. When both courses have been completed then the Confined Space
Certificate will be completed. When either Part | and/or Part 11 go past the annual
refresher date, the Confined Space Certificate will expire until the required course
isonce again completed (i.e., the certificate is current only when al of the course
requirements are current).

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Use the LEARNING BOARD

PRINTING a Report:

If ahard copy of the Expired Certificates is desired, select Export Data from the Drop-
Down menu (top right of Manager Dashboard page) then Go (you must hold down the
Ctrl key while clicking on Go and keep holding the Ctrl key until the next window fully

appears).

The Learning Board

Available Training S\.u'rl/‘y/_

7 [Export Data E(g__g\ + Ctrl Key

= Bi PG S B |

B Expred. N Complated W Envcied N Comgistad Passed B Errolled N Complated Passad
==l inFropreas [ 1 Expire (50 Days) {50 Net Errolled | Comnpieisd Failed IS0 Mot Enecited [ Complieted Failled

Emplayes
Cashboard

Personal

View Trainings Cartficates: Expired =]

Last Mame First Name Tile ‘Date Completed Disration |
ADAMS TALLY Ashestos Awarsnass - (CRT) LA4/2007 12:00:00 AM 365

ADAMS TALLY Back Injury Prevention 1£3/2005 1Z:00:00 AM 1095

ADAMS TALLY Fall Protection 30/10/2006 12:00:00 AM 365

The information can now be downloaded into an Excel spreadsheet, rearranged according
to Excel procedures, and printed.

Certificates: Expired 60 Daysis similar to Certificates Expired except it lists those
employees that are not yet past due but are coming due within 60 days of today. The
report otherwise works the same.

Safety courses are not included in the “Required Training” information; only Human
Resources courses are included.

Available Training: Completed Passed shows what every employee has completed. A
more useful report isto look at what courses an individual has passed, which is not
available using the Manager Dashboard.

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Usethe LEARNING BOARD

INDIVIDUAL EMPLOYEE TRAINING REQUIREMENTS:
To look at training requirements for a specific individual direct reporting employee,
select EMPLOYEE DASHBOARD (from the Navigation bar).

pudeer and Control Soard

The Learning Board

&= Employee Dashboard

Mavigation

Name:[ Search

Registration
Request Enter a first or last name and click Search to display users

Discussions

| Calendar
Instructors
Offering Search
{Student)

Manager

"~ Select Employee Dashboard

Persona

People

Type in the employee’ s last name (Example: Dooley) and select Sear ch.
r The Learning Board

. B Employee Dashboard

@ = @

Enter a first or last name Bnd click Search th display users

MName: |:inn'iay

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Usethe LEARNING BOARD

Whether there is only one name or several names, select the desired employee’s name to
view hig'her training information. EXAMPLE: Select Jamie Dooley (place cursor on
correct “Dooley”).

The Learning Board

= Employee Dashboard

Name: dooley Search

Last Name First Name Username

] DOOLEY JAMES B ley@gs.sc.gov

] [GRROLEYT AN Select Desired Employee
DOOLEY D lawiRme «m qgov |
. = { r

Thiswill bring up training information on your selected employee
(Example: Jamie Dooley).

e Dudget and Control Board

The Learning Board

e Name: Print Graphs 3 [
Reqistration
Request ‘Last N; First Name Username
Discussions DOOLEY JAMES BDooley@gs.sc.gov
Calendar DOOLEY JAMIE JDooley@gs3.sc.gov

Instructors DOOLEY o CDooley@gs.sc.gov
1

Certification Summary Required Training Summary Available Training Summary

H—N

[H

I Expired N Completed I Enrolled I Completed Passed N Enrolled I Completed Passed
[ In Progress [__| Expire (80 Days) =1 Not Enrolled  [_| Completed Failed Not Enrolled [ Complsted Failed
Yiew Training: | Select a category ;l

@ 2000 - 2008 Acadia HCS

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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How to Use the LEARNING BOARD

Now you can go to the bottom of the page and View Training by selecting the desired
category from the Drop-Down Menu, such as the Certificates. Expired or Certificates:
Expired 60 Days, and then Print, as desired.

USER NAME: If one of your employees does not know his or her User Name, you
can look it up and provide it to the employee.

1. Click on“Peopl€e’ (at the bottom of the Navigation bar). Thiswill give you a
new “People” window.

2. Typeinthe employee's Last Name in the Name box .

3. ...thenclick on Go!

The Learning Board

43 Avadable

[ ontrol ;:‘;f'..'z.'l Launch

ruct

The Learning Boar| e

= People

Limit users by:
Name: [dooley | got 2. Type In Employee’s Last Name‘
Primary Group: | ABRAMS M-132875 | L]

Display: | | Got 3. then GOI

o Navigation

Enter a first or last name and click Go to display users

4. Thiswill bring up al (the one or many) employees with that Last Name. Look
for the User Name for the desired employee.

EXAMPLE: Jamie Dooley does not have an E-Mail address so needs to know his User
Name. Select People, typein “Dooley” and click on Go! A list of all employees named
Dooley will be provided. Find Jamie Dooley and look for his User Name.

Namie: daolisy Goi
; - J ) Primary Group: | ABRAME M-132875 =] Gai
ﬁ_‘f The Learning Ceisplay! (10 Gl
L — TR
LME Doain usdrn do not feed 10 B segribeied 10 aotaid por
e i B e o o  Gancoame |
Fersonal
Lmh users by BOnoley® 3w gov
Hame; dealay aal COooolayd » o GO¥
Fomrar p Group: [ADRAME M-132075 =) gst g saaley il W o Giw
Cwiplap: 10 Ggt A
Registered Users; add N
= —— —
Crosecbr g 3¢ 3 e B OLET TAMES
T L Fatetail o0 [
foooe T |

QUESTIONS: Contact Bernie Lee, Safety Office, 737-2315, about your Safety training
requirements or taking on-line safety courses through The L earning Board.
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